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1.0 Workforce Planning Background

In 2017, the Virginia General Assembly created a legislative mandate (8§ 2.2-1209. Agency
director human resource training and agency succession planning) which requires the director of
each agency in the executive branch of state government include in the agency’s annual strategic
plan its key workforce planning issues. DHRM’s charge is to establish guidelines for the content
of such workforce and succession plans.

Since then, DHRM has provided various tools and an Excel based Workforce Planning and
Development report template to guide agencies on what workforce planning information to
evaluate and include.

In 2022, DHRM has focused on realigning the strategy to workforce planning that incorporates a
more holistic approach and focuses on the areas of continuity of operations, recruitment,
retention/engagement, and workforce development. DHRM is developing tools and templates
using a modular design approach, which enables DHRM to build a suite of integrated and
customizable workforce planning tools for agencies.
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2.0 Agency Profile Template

As part of the modular design approach, DHRM has created an Agency Profile Template, which
is the starting point for the workforce planning process. This template collects general agency
and workforce information that is used in conjunction with other tools and can be directly
imported into other tools without having to re-enter data.

The Agency Profile allows the agency to customize elements of their workforce planning
strategy and outlines how Agencies can go beyond a foundational level of workforce planning, to
an in-depth and even comprehensive level of workforce planning.

Though it is based in Microsoft Excel, it is not designed as a traditional workbook or worksheet.
The template is organized by grouping key information on various tabs, indicated at the bottom
of the template, which builds upon previous tabs.

e Home - The Home tab is a central place for users to navigate to the different tabs, track
their progress of each step, and to see what version of the template is being used.

e Getting Started — The Getting Started tab reviews important features, setup, and
instructions for using this template to its full potential. It is highly encouraged for users
to review this tab.

e Customizations — The Customizations tab identifies aspects of the workforce planning
tools and templates that can be customized to the specific agency, such as employee
classifications and executive team positions.

o — These are optional tabs to
customize the setup of the Sub-Agency, Internal Department, or Internal Team Input tool
to support the workforce planning process. Initially hidden until the tool is enabled.

e Agency Details — The Agency Details tab identifies general agency information, such as
name, secretariat, number, total positions (overall, leaders, and executives), and strategic
plan information. Though some data elements are optional, they may be required to
utilize other tools or templates.

e Agency Workforce — The Agency Workforce tab identifies the workforce demographic
information for employees, leaders, and executives at the agency.

e Profile Summary — The Profile Summary Tab provides a brief workforce insights
summary of the agency profile, with filters between fiscal years. The workforce insights
summary can also be exported as a standalone PDF if desired or can be formatted and
exported as an Appendix to the Agency Workforce Plan.

The template also uses a series of Excel Macros, specific procedures that can automate
processes, to increase the template’s functionality and ease of use. Macros must be enabled in
order to use these functions. However, the template is also designed so that it can be used
without Marcos if an agency wishes, but would requires some manually steps when completing
specific sections. More information on the design on the template are reviewed in the “Getting
Started Tab” section.
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3.0 Workforce Planning Data Definitions

The Agency Profile begins the Workforce Planning and Development process at the Agency. To
promote alignment, definitions for specific data metrics are outlined in the Workforce Planning
Data Definitions document on the DHRM Website.

The Agency Profile includes data elements defined in both the General Definitions and Agency
Profile Template sections of the data definitions document.

Please review the data definitions document for specific definitions as needed.
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4.0 Tab Guides

The Agency Profile template is divided into several tabs that house similar information. It is
recommended for users to progress through the tabs from left to right, beginning with the Home
Tab.

Home Tab

The Home tab is a central place for users to see a description of and navigate to the different
tabs, track their progress of each step, and to see what version of the template is being used. The
version number is located in the bottom right corner of the home tab, and is represented by the &
icon.

Each of the tab names, highlighted in blue, are hyperlinks to the tabs. Click on any of the names
to navigate to the respective tab.

To being using the template, click on the “Getting Started” Tab name in blue.

WORKFORCE PLANNING AND DEVELOPMENT

II CONTINUITY OF OPERATIONS e RECRUITMENT » ENGAGEMENT o RETENTION » DEVELOPMENT

AGENCY PROFILE

Progress bar Shows
Step Completion

STEP % COMPLETION STEF % COMPLETION

0%

Blue Name of

the Tabisa i . . AGENCY DETAILS & AGENCY PROFILE
L | n k to the GETTING STARTED CUSTOMIZATIONS WORKFORCE SUMMARY
Respective Tab It is highly recommended CUSTOMIZATIONS AGENCY DETAILS PROFILE SUMMARY
identifies aspects of the workforce planning identifies general agency information, such provides a brief workforce insights
ﬁrst time users start here. tools and templates that can be customized as name, secretariat, number, positions, and summary of the agency profile, with
to the specific agency, such as employee strategic plan. Though some data elements options to filter between fiscal years and
classifications and executive team positions. are optional, they may be required to utilize employee demographics (non-leader, leader,
;.::,;.5 5;,.5 m"l : i::,?l After ideatifying customizations, data can AG:}:;D:::;I&:;CE “ wfmm > Version
e |, | TEmsscwmses | Number of the
S [ty T Template
Started Tab.
For questions using this tool, please contact DHRM Workforce Planning at dhrm.wip@dhrm.virginia.gov. ( Version 2022.2 9! P J
Getting Started Tab
The Getting Started tab reviews important features, overall setup, and some instructions on how
to begin using the Agency Profile Plan template. Though it is not required to review, it is highly
recommended users spend time to review this information.
The tab begins with a quick overview and description of the contents.
dhrm 7

Virginia Department of Human Resource Management



Step 1: Review Overall Setup

The Getting Started tab provides a breakdown of the overall setup for the remaining tabs. Each
tab follows the general setup of having the step number and title on the left hand side, a set of
instructions underneath, and the required data to be entered labeled (either above or to the left).

Cells with a yellow background indicate required information to be entered and cells with a
green background are optional. Once all the required information is entered, the step indicator
will change from Incomplete to Complete.

Click to view help Complete / Incomplete Indicator for Step

(NOTE: cannot edit file "
while help is open) ( Step Murber and Tiie N
\v Q Step 3: Enter Agency Size & Structure Information Complete

p INSTRUCTIONS: Please enter the maximum employment level and position information for the agency. If the agency wishes to utilize the Sub-Agency
or Internal Department review tool (a version of the Agency Profile and Agency Strategy templates), please identify the internal departments and/or sub-
agencies. See the instructions for each sub-step for specifics of how to complete each step.

Instructions on
how to complete

the step
Step 3(a): Enter Maximun Employment Level (MEL) Incomplete

Sub-Step Number ZVSTRUCTIONS: Enter the maximum employment level (MEL) for the agency in the yellow boxes below for each respective fiscal year. The

and Title maximum employment level is the authorized number of salaried fiull-time equivalent employees at the agency from the Appropriations Act
Description of what data to enterin the cell ~
F121 FY22
Maximum Employment Level MED[_ [ RN
NOTE: Calculations & Formulas for
N . ) Description of what data to enterin the cell ) t Cell to enter data
Data Metrics are in the Help Window (click on cell to

enter data)

Some steps may include sub steps, indicated by the step number and letters slightly indented
from the left.

Step 2: Review Important Features of This Tool

The Getting Started tab provides a breakdown of the important features of the template, used to
assist with entering and interpreting workforce information. Below are descriptions of the
template’s key features.

\ USE OF EXCEL MACROS

This template utilizes a series of Excel macros, which are custom
actions used to automate specific tasks. This template performs best
when using Excel 2016 or later. NOTE: Excel Macros must be
enable to use them. The template can also be used without the
Macros, but will require some manual edits.
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EASY FILE NAVIGATION

Each Excel Worksheet, or tab, houses related information which is
compiled together into a single report. Links to each tab are frozen
at the top of each tab to easily navigate between them.

REQUIRED

OPTIONAL

NOT REQUIRED

COLOR CODED DATA ENTRY

Colors are used to identify what data should be entered and where.
Yellow indicates required information. Green indicates optional
information, and Gray indicates information is not required.

A il

BUILT-IN HELP FEATURES

This template has a built in help feature. Click on the question mark
in the blue circle to open a window with additional information,
definitions, and steps to complete. NOTE: Macros must be
enabled. The template cannot be edited while help windows are
open.

COMPLETE
INCOMPLETE

PROGRESS INDICATORS

The home tab provides progress indicators for each step of the
template. Each tab also provides progress indicators for each step or
sub-step, which show if the step is complete or incomplete.

2

DATA IMPORT

This template is part of a suite of integrated workforce planning and
development tools. Using these tools allows for information to
easily be imported from one tool to the next. Data cannot be
imported unless using a specific template, provided by DHRM upon
request. NOTE: MACROS MUST BE ENABLED TO UTILIZE
THIS FEATURE.

(é;

TEMPLATE VERSIONS

As we continue to enhance this template, integrate it with other
elements of workforce planning and development, or as changes to
any mandates or guidance occurs, new versions of this template may
be released. The version number is located on the Home tab in the
bottom right corner.

It is important to be using the most up to date version, which will be
noted on the DHRM Workforce Planning Website. As new versions
are released, the prior version data can be imported so no progress is
lost.

dhrm

Virginia Department of Human Resource Management




INCREASING LEVELS OF ANALYSIS

FOUNDATIONAL To better assist with navigating the landscape of workforce planning
T e and development, the suite of integrated tools and templates provide
indicators for three levels of analysis: foundational, in-depth, and

IN-DEPTH comprehensive. These levels are used to better identify why
\ | | | information is collected and how it can be used throughout the tools
COMPREHENSIVE and templates.

All foundational level elements are required and both the in-depth
and comprehensive elements are highly encouraged, but optional.

(Optional) Step 3: Enable Macros to Utilize Full Functionality

To ensure Macros are enabled, when first opening the file or anytime the filename changes, you
will see a “Security Warning” at the top (shown in the picture below) indicating Macros have
been disabled. Click the “Enable Content” button to enable macros for the file.

I SECURITY WARNING Macros have been disabled. Enable Content ﬁ

Click to Enable Macros

(Optional) Step 4-6: Import Data from Other Sources

For efficiency and integration to other workforce planning and development tools, data from
other sources can be imported. Imported data, shown in the table below, will automatically enter
the information into the respective cells. Agencies are encouraged to still review the information

for accuracy.
Data Source Data Imported
Agency Profile (Prior Version) All Previously Entered Data
Most Recent Employment Opportunities Plan Strategic Plan Objectives and Action ltems
Prior Year Agency Profile All Information Entered from the Prior Year,
which will be reflected in the PY Columns

The example below is how to import data from a prior Agency Profile template, however,
the process is the same for all data import options.

To import the data, click on the Import Data Icon € for the tool the data is imported from (such
as a previous version of the Agency Profile).

! |
| AN 9
: ‘ ) WORKFORCE PLANNING AND DEVELOPMENT |
. e CLICK THE ICON TO IMPORT A |
i dhrm AGENCY PROFILE PRIOR VERSION OF THIS AGENCY |
L) PROFILE TEMPLATE |
! |
i |
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This will open the standard “Open File” dialog box. Simply locate and select the previous
version Agency Profile template and click “Open”. (Shown in the picture below).

ﬂ_\ Select Prior Critical Roles Tool Version to Import

\ 4 « 2022 » Agency Profile Prior Verions

Organize ¥ New folder

” Na
o Quick access
[l Desktop

¥ Downloads

@5 Agency Profile_2022.1.xlsm

:| Documents
| Pictures
Agency Profile
AGProfile
Critical Roles
FY2022EQP_Fina
[ Microsoft Excel
B This PC v

File name:

» Test Data

& 1. Select Prior Version Agency Profile Template

All Files (%) e

Cancel

2. Click Open J

If the data is imported successfully, the template will indicate the date and time the data was

imported (shown in the picture below).

Last Uploaded Date and Time

Upload Status

4/12/2022 14:55

Upload Complete (v

If the data import was unsuccessful, the dialog box (in the picture below) will indicate an error
occurred and to contact DHRM Workforce Planning at dhrm.wfp@dhrm.virginia.gov.

Microsoft Excel

Pet

An error has occured. Please contact DHRM at
dhrm.wfp@dhrm.virginia.gov for assistance.

(Optional) Step 6(a): Importing the Employment Opportunities Plan

Prior to importing the Employment Opportunities plan, first complete Step 6(a) which identifies

which of the strategic objectives from the Employment Opportunities Plan should be imported.

For each objective, first identify if it should be included in the Agency Profile by selecting either

“Yes” or “No” from the dropdown menu (shown in the picture below).
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Step 6(a): Identify which Objectives from the EOP to Include

INSTRUCTIONS: Identify which objectives fiom the EOP to include by selecting "ves" firom the dropdown ment of the "Include" column below for
the respective EOP objectives to include. Next, identify if the objective should be added to the existing strategic objectives for the Future Direction

section on the Agency Details tab, or if it should replace an existing objective. If replacing an objective, identify which objective should be replaced
by entering the objective number in the "Replace” column.

Include Add or Replace

Replace
EOP Objective 1
EOP Objective 2
EOP Objective 3
EOP Objective 4
EOP Objective J

Replace Which Profile Ob;.
Replace Which Profile Ob;.
Replace Which Profile Ob;.
Replace Which Profile Ob;.
Replace Which Profile Ob;.

t 1. Select Either
“Yes” or “No” from
the dropdown for

each objective.

If the objective is going to be included, identify if it should be added to the exiting Future
Direction section of the Agency Profile or if it should replace a specific objective. If replacing a
specific objective, enter the respective objective number from the Future Direction Section to
replace the objective with the selected Employment Opportunities Plan Objective (shown
below).

Step 6(a): Identify which Objectives from the EOP to Include

INSTRUCTIONS: Identify which objectives fiom the EQP to include by selecting "ves" fiom the dropdown menu of the "Include"” column below for
the respective EOP objectives to include. Next, identify if the objective should be added to the existing strategic objectives for the Future Direction
section on the Agency Details tab, or if it should replace an existing objective. If replacing an objective, identify which objective should be replaced

by entering the objective number in the "Replace” column.

Include  Add or Replace Replace

EOP Objective 1 Add Replace Which Profile Ob;.

EOP Objective 2 Replace Which Profile Obj.

EOP Objective 3 Replace Which Profile Obj.

EOP Objective 4 Replace Which Profile Obj.

EOP Objective 5 Replace Replace Which Profile Obj.

t 2. Select Either “Add” or t If replacing,
“Replace” from the enter the
dropdown for each objective
included objective. number being
replaced.

Customizations Tab

The Customizations tab allows the Agency to customize the employee classifications, the
positions identified as part of the executive team, and enabling the use of the Sub-Agency,
Internal Department, or Internal Team Tool.
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Step 1: Identify Employee Classifications
To complete step 1, enter the title and a brief description of employee classification the agency

uses (such as Classified, Wage, Agency Head, Other Non-Classified, etc.) by clicking the blue
“Add Employee Classification” button to show the entry boxes (shown in the picture below). Up
to 15 employee classifications can be added.

To calculate metrics correctly, the classification title should be exactly the same as those in
any imported reports. Repeat this process for each additional classification to be added. If Not

Using the Excel Macros, Skip to Step 1(a)
FOUNDATIONAL
N I

Q Step 1: Identify Employee Classifications

INSTRUCTIONS: Please enter the different employee classifications at the agency, even if they include only one employee, such as classified, wage, faculty, etc., by
clicking the "add classification” button. Up to 13 different employee classifications can be added Classified and Wage employee classifications are included by defanlt.

Complete

N
1. Click the “Add Employee Classification” ‘ Add Employee o
Classification Classification

button again to add up to 15 Classifications

——

Classification Title Description (Very Brief)
State Employee

Classified

2. Enter the J 3. Enter a brief J
Classification Title description of the
in the Yellow Box Classification

Classifications can be removed by clicking the blue “Remove Last Classification” button. This
will remove the last employee classification was added.

FOUNDATIONAL
N I
Q Step 1: Identify Employee Classifications

INSTRUCTIONS: Please enter the different employee classifications at the agency, even if they include only one employee, such as classified, wage, faculty, etc., by
clicking the "add classification” button. Up to 13 different employee classifications can be added. Classified and Wage employee classifications are included by default

Complete

Add Employee Remove Last .
Classification Classification Click to
Remove Last
Classification Titl Descripti ‘ery Bri
ass| c:n itle escription (Very Brief) Added
Classified State Employee . )
Classification

(Optional) Step 1(a): Enter Employee Classifications without Macros
If the blue buttons were used to enter the Employee Classifications, this step can be
skipped.

In the event Macros are not being used, the Employee Classifications can be entered by first
entering the total number of classifications in the green box.
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(Optional) Step 1(a): Enter Employee Classifications if Not Using Macros

If chosen not to use Macros, please enter the total number of employee classifications below. The worksheet will then need to be filtered manually by going to

cell "W1" and clicking the Filter Icon. This will display a menu where the checkbox next to "0" should be empty. If it is, click the "OK" button to display the

objective and action item entry cells above. Enter the employee classification information in the cells above.

1. Enter the
Total Number
of Employee
Classifications

Total Number of Employee Classifications D

After the number is entered, click on the Filter Icon in cell W1 to show the filter menu (top right
corner). Ensure there is no check box next to “0” (zero) and then click okay to filter the sheet.

A B c ) E B G H ] ] 3 L M N o P Q R | s | v | u ] v | i ‘
1 x 1 1
2 CUSTOMIZATIONS. TO AGENCY O PROFILE 2 . C I IC k th € fl Ite r
3 WORKFORCE SUMMARY Icon to sho
4 W
25 FOUNDATIONAL .
2 — — — filter menu
:; e Step 1: Identify Employee Classifications Complete
29 INSTRUCTIONS: Please enter the different emplayee classifications at the agercy, even if hey include only one employee, such as classified, wage, faculy
30 sic., by clicking the “add classification” buiton. Up fo 15 different employee classifications can be added Classified and Wage employee classifications are
3 included by default
32
33 Add Employee Remove Last
34 Classification Qlassificati
35
36 Classification Title Description (Very Brief)
37 Classified State Employee
52
: (Optional) Step 2(a): Enter Employee Classifications if Nor Using Macros
55 chosen ot 1o uze Macras, please enter the fofal mmber of eniplayee clacsfications below. The wor ks heet will ther need 1o be fillered marually by
56 going fo cell "I1" and clicking the Filter Jeon. Thiz will display a menu where the checkbox next to "0” should be empty. [fit iz, click the "OK"
57 bunion to display the objective and action item entry cells above. Enter the employee clazsification iformation in the cells above.
58
» Total Number of Employee Classifications 3l

4 A B C D E F G H I ] K L M N o P Q R S T u v w
1 o
4| %l sort Largest to Smallest
25 | FOUNDATIONAL Sort by Color »
2 I —
27 5 3 3 W Clear Filter From "1
B Step 1: Identify Employee Classifications Complete
Filter by Color ’
29 INSTRUCTIONS: Please enter the different employee classifications at the agercy, even if they include only one employes, such as classified, wage, faculy ’
30 et by clicking the “add classification” button. Up to 15 different employee classifications can be added. Classified and Wage employee classifications are Number Filters ’
31 included by defonult -
32 Search pel
33 Add Employee Remove Last v elect All slewn o
: e (o} 3. Veriffy “0” is
35 o
% Classficaion Tile Description (Very Brie unchecked
37 Classified State Employee
= it
il (Optional) Step 1(a): Enter Employee Classifications if Not Using Macros
55 fchosen not to use Macros, please enter the fotal mumber of employee classifications below. The worksheat will then need 10 be filtered mamually by
56 going to cell "W1” and clicking the Filter leon. This will display a mem: where the checkbox next 1o "0" should be empty. If it s, click the "OK™
57 button 10 display the objective and action item entry cells above. Enter the employee classification information in the cells above.
2 4. Cligk Ok
sa| Total Number of Employee Classifications 3] .
60
> [N 7Y R T (TP ZN (ST AGENCY DETAILS || AGENCY WORKFORO) «

Scroll up on the sheet to see the entry boxes for the number of employee classifications. The
number of Employee Classifications can be changed using this same process.
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Step 2: Identify Agency Executive Team
To complete step 2, first enter a brief description of the Agency Executive Team or the process

used to identify Executive Team positions in the yellow box (shown in the picture below).

FOUNDATIONAL
L

Q Step 2: Identify Agency Executive Team Complete

INSTRUCTIONS: Please enter a brief description on how the agency identifies the Executive Team. After, please identify the specific positions considered to
be a part of the executive team by clicking the "add position" button. Please enter the position number, working title, the degree of separation (position levels)

from the agency head and if they are in an appointed position or not. Up to 40 positions can be added. h
Executive Team |Add a description of the executive team here. 1. Enter
Description and/or .
Process of How Executive EXECUtIYG Team
Positions were identified. Description

Next, enter the position number, working title, degree from the Agency Head (number of
leadership levels at the Agency), and if the position is an appointed position for any positions the
Agency identifies as part of their executive team by clicking the blue “Add Executive Position”
button to show the entry boxes (shown in the picture below). Up to 40 executive positions can be

added.
To calculate metrics correctly, the position number should be exactly the same as those in

any imported reports. Repeat this process for each additional position the Agency wants to
identify as part of their executive team. If Not Using the Excel Macros, Skip to Step 3(a)

1. Click the “Add Executive Position” button I Add Executive ) i
again to add up to 40 Positions. Position Position
—

Position Number Working Title Degree from Agency Head Appointed?
12345 Agency Head 0 Yes
2. Enter the J 3. Enter the J 4. Enter the J 5. Select “Yes” or
Position Working Title Degree from the “No” if the position
Number Agency Head is appointed or not.

Add Executive Remove Last h
Position Position Click to

Remove Last

‘s rarks : 3 i H H
Position Number Working Title Degree from Agency Head Appointed? Executive

12345 Agency Head 0 Yes .
Position Added

(Optional) Step 2(a): Enter Executive Team without Macros
If the blue buttons were used to enter the Executive Team, this step can be skipped.
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In the event Macros are not being used, the executive team positions can be entered by first
entering the total number of positions in the green box.

(Optional) Step 2(a): Enter Executive Positions if Not Using Macros

If chosen not to use Macros, please enter the total mimber of executive positions below. The worksheet will then need to be filtered manually by
going to cell "W1" and clicking the Filter Icon. This will display a memi where the checkbox next to "0" should be empty. If it is, click the "OK"
button to display the objective and action item entry cells above. Enter the executive positions information in the cells above

Total Number of Executive Po siﬁonD Tt.tal?lnlfleurn:EZr

of Executive
Positions

After the number is entered, click on the Filter Icon in cell W1 to show the filter menu (top right
corner). Ensure there is no check box next to “0” (zero) and then click okay to filter the sheet.

P Q R s T u v
13

| A B C D E | F G H 1 J K L M N o 1 h
X - -
= - D N 2. Clo e it

~

3

i Icon to show
)

70 Executive Team [Add a description of the executive team here. filter menu
n Description and/or

72 Process of How Executive

3 Positions were identified.

74

75 Add Executive Remove Last

76 Position Position

7

78 Position Number Working Title Degree from Agency Head  Appointed?

79 12345 Agency Head [ Yes

119
:i? (Optional) Step 2(a): Enter Executive Positions if Not Using Macros
122 Ifchosen not to use Macros, please enter the total manber of executive positions below. The worksheet will then need to be filtered manually by
123 going 1o cell "TW1" and clicking the Filter Ieon. This will display a menu where the checkbox next o "0 should be empty. If it s, click the "OK™
124 Button to chsplay the objective and action item entry cells above. Enter the executive positions information in the cells above
125
:;fl Total Number of Executive Positions 1

7
A B c 1] E F G H I ) K L M N o [F a R s T u v w

1 x
2 CUSTOMIZATIONS TO AGENCY TO PROFILE 8] so st .

3 m - m oo sl e

4 %l Sort Largest to Smallest
62 Sort by Color
70 Executive Team [Add a description of the executive team here. R
kil Description and/or % ClearFilter From *1"
72 Process of How Executive Filter by Color ’
73 Positions were identified

7 Number Filters

,
= Add Executive Remove Last Search P
76 | Position Position

= v Select All fel G() ¢
78 Position Number Working Title Degree from Agency Head  Appointed? 6 V 3. Vel'lfy 0” is
1

79 12345 Agency Head 0 Yes

1 unchecked
20, . . .. . .
(Optional) Step 2(a): Enter Executive Positions if Not Using Macros —
2 pion) Sep 2 yrn e oD o
22 I chosen not to use Macros, please enter the total mumber of executive positions below. The worksheet will then need to be filiered manually by ———
23 going to cell "IV1" and clicking the Filter lcon. This will display a mem: where the checkbox next fo "0" should be empty: Ifit s, click the “"OK™
24 button to display the objective and action ifem entry cells above. Enter the executive positions information in the cells above.
25
26| Total Number of Executive Positions| 1 .
27 4. Click Ok
28
29 INNERTH

4 HOME GETTING STARTED CUSTOMIZATIONS Ec3Nagel3 i AGENCY WORKFOHINNEO] ‘

(Optional) Step 3 — Enable the Sub-Agency, Internal Department, or Team Input Tool
(Macros must be enabled).

The Sub-Agency, Internal Department, or Team Input Tool is a separate tool, similar to the
Agency Profile, that would allow an agency to go through the entire workforce planning process,
focusing on specific areas within their agency. This information can then be easily imported into

dhrm 16

Virginia Department of Human Resource Management



the full Agency wide strategy. This tool can also be used to gather information from specific
areas to support the Agency wide workforce planning process and strategy development.

To enable this tool, click on the toggle switch next to the Tool logo in Step 3 (shown below). It
will indicate either “On” or “Off” to show whether it is enabled.

dhrm WORKFORCE PLANNING AND DEVELOPMENT

dhrm WORKFORCE PLANNING AND DEVELOPMENT . —

If enabled, two additional tabs will be visible: The Sub Agency & Internal Tool tab and the
Internal Plan Review Tab. To complete these tabs, see Section 4: Internal Tool Setup of these
instructions.

Agency Details Tab

The Agency Details tab identifies information about the agency, beginning with general
information and then narrowing in focus. These include the agency name, secretariat, agency
number, positions, and structure. This tab also includes information of the agency strategic plans
that are impacted by or pertain to the continuity of operations, recruitment, retention,
engagement, and/or workforce development.

Before completing any steps on the Agency Details Tab, the employee classification lists will
need to be refreshed (if indicated they are not up to date). To refresh employee classifications,
click the blue “Click to Refresh Employee Classifications” button.

Before
5 . 5 Click to Refresh
Employee Classifications Need fo Be Refreshed. T e e
After
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Employee Classifications are Up to Date. E nmltg:::etzlgsestrrfiegﬁons

If not using Macros, the employee classification list can be refreshed by going to cell “W1” and
clicking the filter icon. After, ensure the “0” box is unchecked, click Ok.

Step 1: Enter Agency Information

To complete step one, entering agency information, select the agency name from the drop down
menu in the yellow box (shown in the picture below). To show the dropdown arrow, click in the
yellow cell. The secretariat and agency number will be displayed automatically

An optional logo can be added by clicking the “Insert Logo” blue button, selecting the logo
picture file, and then resizing the image to be within the green outlined box.

@ Step 1: Enter General Agency Information Incomplete

INSTRUCTIONS: Please select the agency name from the drop down menu in the yellow box. The secretary and agency number will be displayed. An
optional logo can added by clicking the "insert logo" button and placing the picture into the box with a green outline.

Click for Enter Agency Name: Y
Help it ciick the blue button to s ey Seacuge — )
needed X ~ nter Agency Number: )
add an Optional Agency Optional Agency Logo: 1. Click on Arrow
Logo (instructions below) Q a- to See Dropdown.
F55| Insertlogo Resize: OFF
Click to enable resizing of logo. J 2 SeleCt Agency
After, click to turn resizing off. from Dropdown_

To add an optional Agency Logo, click on the purple button to open the standard “Open File”
dialog box. Simply locate and select the Agency Logo and click the “Open” button. NOTE: The

Agency Logo must be a picture file.

Bop x
+ 02, EOP Test ~ Te
Org; - New folder ~ ™ ©®
() {
i
.
DHRM_Hor  FY21_EOP_
ownloads izontal  Templatex!
5 Documents Logapang =m
ictures
Chris
. 1. Select the
Workfore Planni Agency Logo
3 Microsoft Excel
B This PC ~

File name: | DHRM_Herizontal Loge.png o| Al Files (1) .

Once added, resize the logo to be within the green outlinwx (shown in the picture below) by
clicking the “Resize: OFF” blue button. After the Image i izedltekIsepgvithin the green box

click the “Resize: On” button.

Click f.or
dhrhigP T 18
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Before



Q Step 1: Enter General Agency Information Incomplete

INSTRUCTIONS: Please select the agency name from the drop down menu in the yellow box. The secretary and agency number will be displayed. An
optional logo can added by clicking the "insert logo" button and placing the picture into the box with a green outline

Enter Agency Name:|
Enter Agency Secretaﬂ'at:l

Enter Agency Number:

Optional Agency Logo‘:i
Q 2 dhrm

Click to enable resizing of logo. Virginia Depa]

After, click to turn resizing off.

After

Q Step 1: Enter General Agency Information Incomplete

INSTRUCTIONS: Please select the agency name from the drop down menu in the yellow box. The secretary and agency number will be displayed. An
optional logo can added by clicking the "insert logo” button and placing the picture into the box with a green outline.

Enter Agency Name:|

Enter Agency Secretariat:|

Enter Agency Number:

Optional Agency Logo:
dhrm

Q : ;Ej Insert Logo Resize: OFF Virginia Department of Human Resource Management

Click to enable resizing of logo. ’
After, click to turn resizing off.

Step 2: Enter Agency Operational Information

Step 2 is comprised of three sub steps, two of which are optional. To complete step 2, only step
2(2a), enter agency mission is required. Steps 2(b) and Step 2(c) are optional but if completed,
will provide comprehensive level of analysis when analyzing data and using other workforce
planning tools and templates.

Step 2(a): Enter Agency Mission
To complete Step 2(a), enter a brief, high level, description of the agency mission in the yellow
box (shown in the picture below).

Step 2(a): Enter Agency Mission Incomplete

INSTRUCTIONS: Enter a brief, high level, description of the agency mission in the yellow box below. Some items that may be included are
what the agency does, who the agency serves, and/or how the agency meets the needs of those they serve.

Agency Mission

1. Enter a brief, high
level, description of
agency mission.

(Optional) Step 2(b): Identify Agency Lines of Service

To complete Step 2(b), enter the title and brief description of lines of service at the Agency by

clicking the blue “Add Line of Service” button. A “Line of Service” is a modified approach to

the traditional “line of business”. From the Agency mission entered previously, lines of service
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can be identified of “how” the agency achieves their mission. Up to 15 lines of service can be
added to the Agency Profile. Though this step is optional, it can provide a comprehensive level
of analysis when using workforce planning and development tools and templates.

If Not Using the Excel Macros, Skip to Step 2(b-i)

COMPREHENSIVE
5 §

@ Optional) Step 2(b): Identify Agency Lines of Service

INSTRUCTIONS: A "line of service” is a modified approach to the traditional "line of business”. From the agency mission entered
previously, lines of service can be identified by the specific "how's” agencies achieve their mission. Please enter the different lines of service
at the agency by clicking the "add Iine of service" and enter the line of service and a description. Up to 15 different lines of service can be

Click for ... ) ) . ~
Help if 1. Click the “Add Line of Service” button Add Line of Remove Last Line
needed again to add up to 15 lines of service. ‘ Service ' of Service
~—
Line of Service Title Description (Very Brief)
Example Line of Service Example Line of Service
2. Enter Line of 3. Enter Line of
Service Title Service Description

Lines of Service can be removed by clicking the blue “Remove Last Line of Service” button.
This will remove the last line of service added.
COMPREHENSIVE
[ N
Q (Optional) Step 2(b): Identify Agency Lines of Service

INSTRUCTIONS: A "line of service” is a madified approach to the traditional "line of business”. From the agency mission entered
previously, lines of service can be identified by the specific "how's” agencies achieve their mission. Please enter the different lines of service
at the agency by clicking the "add line of service” and enter the line of service and a description. Up to 15 different lines of service can be

added.

Add Line of Remove Last Line .
Remove Last

Line of Service Title Description (Very Brief) Line Of Service
Example Line of Service Example Line of Service Added

(Optional) Step 2(b-i): Enter Lines of Service without Macros
If the blue buttons were used to enter the Lines of Service, this step can be skipped.

In the event Macros are not being used, the lines of service can be entered by first entering the
total number in the green box.

(Optional) Step 2(b-i): Enter Lines of Service if Not Using Macros

If chosen not to use Macros, please enter the total number of lines of service below. The worksheet will then need to be filtered
manually by going to cell "W1" and clicking the Filter Icon. This will display a menu where the checkbox next to "0" should be
empty. If it is, click the "OK" button to display the objective and action item entry cells above. Enter the lines of service information ﬂ 1. Enter the

in the cells above.
Total Nunber of Lines of Serviee]___] 1 0Ll Number
of Lines of

Service
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A B C ) E

| F G H 1 J K L M N o P Q R S T u v C>h
1 x - -
2. Click the filter
) D e =0 = Clc e i
7

Icon to show

52| COMPREHENSIVE

53 == filter menu
:; Q (Optional) Step 2(b): Identify Agency Lines of Service
56 INSTRUCTIONS: A "line of service” s a modified approach fo the traditional "line of business ™ From the agency mizzion entered previonzly
57 limes of service can be identified By the spectfic "how's " agencies achieve their mission. Please enter the different lines of service at the agency by
58 clicking the "add line of service” and enter the line of service and a description. Up fo 15 different lines of service can be added.
59
© Add Line of Remove Last Line
8 Service of Service
62
63 Line of Service Title Description (Very Brief)
64 ¥ Y
ul
:" (Optional) Step 2(b-i): Enter Lines of Service if Not Using Macros
82 ¥f chosen not fo use Macros, please enter the fotal manber of lines of service below. The worksheet will then need 1o be fillered mamuall
83 8y going to cell "W1" and clicking the Filter Icon. This will display @ memu where the checkbox next to "0" should be empty. If it is, click
84 the "OK" button to display the objective and action ltem entry cells above. Enter the lines of service information i the cell: above
85
86| Total Number of Lines of Service| 1
a7
» HOME GETTING STARTED CUSTOMIZATIONS AGENCY DETAILS AGENCY WORKFORJSSINCH «
A | 8 | ¢ | o | E | F | 6 | H | v | 3| x|t | M| N | o FW aqa | R | S | T | u | Vv | w
1 Ei|
y Zl Sort Largest to Smallest
52 COMPREHENSIVE Sort by Color »
53 — T 1 |
54 . W Clear Filter From *1
| @ (oprionai) Step 2(v): Tdentify Agency Lines of Service
55 Filter by Color v
56 | INSTRUCTIONS: 4 "line of service” is a modified approach to the traditional “line of business". From the agency mission entered previoush,
57 lines of service can be identified by the specific “how's” agencies achieve their mission. Please enier the different lines of service at the agency by Number Filters 4
58 elicking the "add line of service”™ and enter the line of service and a description. Up to 13 different lnes of service can be added. Search o)
= Searc
0 Add Line of Remore Last Line v Select Al ik cne s
: &y > Verity 0
2 —W
63 Line of Service Title Description (Very Brief) unc h ec ked
64| ymple Li i mple Li i
:? /| (Optional) Step 2(b-i): Enter Lines of Service if Not Using Macros
82| If chosen not to use Macros, please enter the total number of lines of service below. The worksheet will then need to be filtered manmally
53 By going fo cell “W1" and clicking the Filer lcon. This will display a menu where ihe checkbax next io “0" should be empiy. Ifit is, click
84 the "OK" button to display the objective and action item entry cells above. Enter the lines of service information in the celis above. H
8s | 4.C li C k O k
86| Total Number of Lines of Service| 1
a7

» HOME GETTING STARTED | CUSTOMIZATIONS AGENCY DETAILS AGENCY WORKFOHJNEC)] ]

(Optional) Step 2(c): Identify Agency Physical Locations

To complete Step 2(c), enter the location name, county of location, lines of service at the
location, and positions at the location (total, leader, executive) by clicking the blue “Add
Location” button. The Agency can determine the best way to identify multiple locations, such as
those staffed by the same group of employees or in close proximity to one another. Up to 25
locations can be added to the Agency Profile. Though this step is optional, it can provide a
comprehensive level of analysis when using workforce planning and development tools and
templates.

If Not Using the Excel Macros, Skip to Step 2(c-i)
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COMPREHENSIVE
I .
@ Optional) Step 2(c): Identify Agency Physical Locations
i " ion". Multiple locations in close

INSTRUCTIONS: Please enter the different physical locations the agency operates by clicking the "add location
proximity can be considered one location. Enter the location name, county that best matches the location, the lines of service at that location, and the

total positions, leader positions, and executive positions at the location. Up to 25 different locations can be added
e

Click for
Help if 1. Click the “Add Location” button again ) Remove Last
. AddL :
needed to add up to 25 locations. ‘ ocatin ) Location
e

Leader Posttlons hecutu—e Positions

Location Name County of Location Lines of Service at Location Total Posnlons

Location 1 Richmond-City Example Line of Service
2. Enter J J J J J J

Location Name 3 select County 4. Add Lines of 5. Enter Total 6. Enter Total 7. Enter Total
of Location Service at Location Positions Leader Executive
Positions Positions

Locations can be removed by clicking the blue “Remove Last Location” button. This will
remove the last location added.

COMPREHENSIVE
I .
Q {Optional) Step 2(c): Identify Agency Physical Locations
i " ion". Multiple Jocations in close

INSTRUCTIONS: Flease enter the different plysical locations the agency operates by clicking the “add location
proximity can be considered one location. Enter the location name, county that best matches the location, the lines of service at that location, and the

total positions, leader positions, and executive positions at the location. Up to 25 different locations can be added.

. Remove Last -
Add Location Click to Remove
Last Location
Added

Total Positions  Leader Positions Executive Positions

10 4

Lines of Service at Location

Location Name County of Location

Location 1 Richmond-City Example Line of Service

(Optional) Step 2(c-i): Enter Locations without Macros
If the blue buttons were used to enter the Locations, this step can be skipped.

In the event Macros are not being used, the locations can be entered by first entering the total
number in the green box.

(Optional) Step 2(c-i): Enter Agency Locations if Not Using Macros

If chosen not to use Macros, please enter the total mimber of agency locations below. The worksheet will then need to be filtered manually
by going to cell "W1" and clicking the Filter Icon. This will display a memi where the checkbox next to "0" should be empty. If it is, click
the "OK" button to display the objective and action item entry cells above. Enter the agency location information in the cells above.

et s A
of Locations
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u

| A B C D E F G H | J K L M N o P Q h
1 - -
2. Click the filter
; ==
4 Icon to show

88 COMPREHENSIVE

s e e—=— filter menu
%0 . . . .
= Q (Optional) Step 2(c): Identify Agency Physical Locations
92 INSTRUCTIONS: Please enter the different physical locations the agency operates by clicking the "add locarion™. Multiple locations in close
a3 proximity can be considered one location. Emter the location name, couny that best matches the location, the lines of service at that location, and the
94 toial positions, leader positions, and execuiive positions af the location. Up io 25 different locations can be added.
95
Remove Last
9% N
:
98
99 Location Name  County of Location Lines of Service at Location Total Positions  Leader Positions Executive Positions
100
125
:i: (Optional) Step 2(c-i): Enter Agency Locations if Not Using Macros
128 | chosen not to use Macros, please enter the fotal number of agency locations below. The worksheet will then need o be filtered manualh:
129 by going to cell "W1” and clicking the Filter lcon. This will display @ menu where the checkbox next fo "0" should be empty. [f it is, elick
130 the "OK" button 1o display the objective and action item entry cells above. Enter the agency location information in the cells above.
131
132 Total Number of Agency Locations 1
' GeTTING sTARTED  |[EIBERE e  AGENCY DETAILS IR GS - ® ‘
A B C D E F G H | J K L M N o P Q R S T u v w
1 =
2 AGENCY DETARS TO AGENCY TO PROFILE Al s alli ¥
3 m - R leuaG e
4 %l Sort Largest to Smallest
88 COMPREHENSIVE Sort by Color »
£S) = ) —
Clear Filter From "1
Z(: Q (Optional) Step 2(c): Identify Agency Physical Locations W ER I
Filter by Colo 4
2 INSTRUCTIONS: Please enter the diflerent physical locations the agency operates by clicking the "add location™. Maltiple locations in close ! !
93 proximity can be considered one location. Enter the location name, county that best matches the location, the lines of service at that location, and the Number Filters »
94 total positions, leader positions, and executive positions at the location. Up to 25 different locations can be added. - 5
Search
95

o Remove Last v Ir ele . .
&2 3 verity s
! unchecked

9 Location Name  County of Location Lines of Service at Location Total Positions  Leader Positions Executive Positions
100
125 (Lo ) cn
:;: (Optional) Step 2(c-i): Enter Agency Locations if Not Using Macros
128 Tf chosen not o use Macros, please enter the fotal number of agency locations below. The worksheet will then need fo be fillered manually
129 by going to cell "W1" and clicking the Filter Ieon. This will display @ mem where the checkbax next fo "0" should be empty. If it is, click
130 the "OK" button to display the objective and action item entry cells above. Enter the agency location information in the cells above. 4 C I | C k O k
131 '
|!2| Total Number of Agency Locations .

» HOME GETTING STARTED CUSTOMIZATIONS AGENCY DETAILS AGENCY WORKFOSC] ‘4
o =2 souc . o B = m .

Step 3: Enter Agency Size & Structure Information

Step 3 is comprised of six sub steps, 4 are required and two are optional. To complete step 3,
enter the total maximum employment level (MEL), Total Positions, Leader Positions, and
Executive Positions by EEO Code and Employee Classifications. All prior information is
optional to enter.

Step 3(a): Enter Maximum Employment Level (MEL)
To complete Step 3(a), enter to total MEL in the yellow box for the fiscal year reporting period.

Step 3(a): Enter Maximum Employment Level (MEL) Incomplete

INSTRUCTIONS: Enter the maximum employment level (MEL) for the agency in the yvellow boxes below for each respective fiscal vear. The
maximum employment level is the authorized number of salavied full-time equivalent emplovees at the agency fiom the Appropriations Act.

FY21 Fy22 EI23
Maximum Employment Level (M:EL)‘ I I

1. Enter the
Agency MEL
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Step 3(b): Enter Position Information

To complete Step 3(b), enter to total number of positions (filled and vacant) for each EEO Code
and each Employee Classification by entering the total number for each in the yellow box under
the reporting fiscal year column. All prior year information is optional to enter. The number of
employee classifications will vary based on the number entered on the Customization tab.

Q Step 3(b): Enter Position Information

Incomplete

Total Positions with EEQ Code "Officials and Administrators”
Total Positions with EEQ Code "Professionals”

Total Positions with EEQ Code "Technicians"

Total Positions with EEQ Code "Protective Service Workers"
Total Positions with EEQ Code "Paraprofessionals”

Total Positions with EEO Code "Administrative Support”
Total Positions with EEQ Code "Skilled Craft Workers"

Total Positions with EEQ Code "Service/Maintenance"

Total Positions with EEO Code "Faculty"

Total Positions with EEQ Code "Other"

Total Classified Positions
Total At-Will Positions

A

INSTRUCTIONS: Enter the total number of positions by EEQ code and the total mumber of positions for each emploves elassification.

I Positions by EEQ Code

Frar Rz FIO3 AN 1. Enter the total

number of

positions (filled

and vacant) for

each EEO Code.

All Positions by Classification

FY2i Fy?2 Fy23 h 2. Enter the total

number of

Step 3(c): Enter Leader Position Information

positions (filled
and vacant) for
each employee

classification.

To complete Step 3(c), enter to total number of leader positions (filled and vacant) for each EEO
Code and each Employee Classification by entering the total number for each in the yellow box
under the current reporting fiscal year column. Leader positions are defined as those who have at
least one direct report. All prior year information is optional to enter. The number of employee
classifications will vary based on the number entered on the Customization tab.

dhrm

Leader Positions by EEQ Code

Total Leader Positions with EEQ Code "Officials and Administrators”
Total Leader Positions with EEO Code "Professionals”

Total Leader Positions with EEOQ Code "Technicians”

Total Leader Positions with EEO Code "Protective Service Workers"
Total Leader Positions with EEQ Code "Paraprofessionals”

Total Leader Positions with EEQ Code "Administrative Support”
Total Leader Positions with EEO Code "Skilled Craft Workers"

Total Leader Positions with EEQ Code "Service/Maintenance”

Total Leader Positions with EEO Code "Faculty"

Total Leader Positions with EEQ Code "Other"

Leader Positions by Classification

Total Leader Classified Positions
Total Leader At-Will Positions

Virginia Department of Human Resource Management

FI21

F2 Laio A"\ 1. Enter the total

number of leader

positions (filled

and vacant) for

each EEO Code.

FI21

122 L2 AN 2. Enter the total

number of leader

positions (filled
and vacant) for
each employee
classification.

24



Step 3(d): Enter Executive Position Information

To complete Step 3(c), enter to total number of executive positions (filled and vacant) for each
EEO Code and each Employee Classification by entering the total number for each in the yellow
box under the reporting fiscal year column. Executive positions are defined by the Agency on the
Customization Tab. All prior year information is optional to enter. The number of employee
classifications will vary based on the number entered on the Customization tab.

All Executive Positions by EEQ Code

FY¥21 F¥Y22 Fi23 h
Total Executive Positions with EEQ Code "Officials and Administrators” 1. Enter the total
Total Executive Positions with EEQ Code "Professionals" number of
Total Executive Positions with EEQ Code "Technicians” . L
Total Executive Positions with EEO Code "Protective Service Workers" E)feCUtIVG positions
Total Executive Positions with EEO Code "Paraprofessionals” (filled and vacant)
Total Executive Positions with EEQ Code "Administrative Support” for each EEO
Total Executive Positions with EEQ Code "Skilled Craft Workers" Code
Total Executive Positions with EEQ Code "Service/Maintenance” '
Total Executive Positions with EEO Code "Faculty”
Total Executive Positions with EEQ Code "Other"

Al Executive Positions by Classification
Fr  Fr22 _F3 AN 2. Enter the total

Total Executive Classified Positions number of
Total Executive At-Will Positions executive pOSitiOﬂS
(filled and vacant)
for each employee
classification.

Step 4: Enter Agency Strategic Plan Information

To complete step 4, identify any strategic actions or initiatives the agency is currently working
towards that can be impacted by the continuity of operations or the recruitment, retention,
engagement, or development of the agency workforce.

Potential sources of these actions could be the prior Workforce Planning and Development
Template, Agency’s Employment Opportunities Plan, One Virginia Plan, or any other strategic
plan the agency may have.

NOTE: This is not the Agency’s Workforce Planning Action Plan,
but merely to ensure alignment with existing actions and initiatives
from other strategic plans / areas of the Agency when developing
actions later in the process.

Each item should include an overall objective statement and then specific actions items to take in
order to fulfill that objective. A total of 15 objectives can be added per plan and a total of 5
action items can be added per objective.

If Not Using the Excel Macros, Skip to Step 4(a)
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To add an objective, click the blue “Add Objective Button”, this will show the objective
description box.

FOUNDATIONAL
N .
@Sﬁep 4: Enter Agency Strategic Plan Information Incomplete
‘ INSTRUCTIONS: Please identify any strategic actions or initiatives the agency is currently working towards that can be impacted by the continuity of
operations or the recruitment, refention, engag , or development of the agency workforce. Potential sources of these actions items could be the prior
Click for Workforce Planning and Development Template, Agency’'s Employment Opportunities Plan, One Virginia Plan, or any other strategic plan the agency may
Help if have. The format of this section is to have an overall objective statement and specific action items. Objectives can be added by clicking the "4dd Objective™
elpl button, for a total of 15 overall objectives.
needed
‘ Add Objective REIII[I“'E ‘L:I‘,?[
( Objective
——
1. Click the “Add Objective” to see
Objective Entry Box (below)
Objective Incomplete

Please enter the item objective statement and corresponding action items. Action items can be added by clicking the "Add Action Item” button,

for a total of 5 action items per each objective. Action items should describe what the action is and how it will be measured.

Overall Objective Statement

( 2. Enter the Objective Statement
(brief) into the yellow box.

Remove Last Item

3. Click the “Add Action Item” button
to see the Action Item Entry box

Objective Incomplete

Please enter the item objective statement and corresponding action items. Action items can be added by clicking the "Add Action Item" button,

for a total of 5 action items per each objective. Action items should describe what the action is and how it will be measured.

Overall Objective Statement

Action Item 5

4. Enter the Action ltem

Remove Last Item

in the Yellow Box 5. Click the “Add Action Item” button again to
add up to 4 more Action Items (Shown Below)

Action items can be removed by clicking the “Remove Last Item” purple button. This will
remove the last action item that was added.
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Objective Incomplete

Please enter the item objective statement and corresponding action items. Action items can be added by clicking the "Add Action Item" button,
for a total of 5 action items per each objective. Action items should describe what the action is and how it will be measured.

Overall Objective Statement

Action Item Click to
Remove Last
Added
Action Item

These steps should be repeated for any additional objectives (up to 15) added to the strategic
action plan. In the event an objective should be removed, click the “Remove Objective” purple
button. This will remove the objective and all action items.

o Remove Last Click to Remove Last Objective
Add Objective C ) i
Objective Added (will also remove all

action items for that objective)

(Optional) Step 4(a): Create an Agency Strategic Plan Information without Macros
If the blue buttons were used to enter the Strategic Plan Information, this step can be
skipped.

In the event Macros are not being used, the agency strategic plan information can be entered by
first entering the total number of objectives and total number of action items for each objective in
the green boxes.

(Optional) Step 4(a): Enter Objectives & Action Items if Not Using Macros

If chosen not to use Macros, please enter the rotal number of objectives and the toral mumber of action items for each objective below. The worksheet

will then need to be filtered manually by going to cell "WI1'" and clicking the Filter Icon. This will display a menu where the checkbox next to "0"
should be empty. Ifit is, click the "OK" button to display the objective and action item entrv cells above. Enter the objective and action item

information in the respective cells above. b

1. Enter the
Total Number
of Objectives

Total Objectives|

Total Objective 1 Action ltems
Total Objective 2 Action ltems
Total Objective 3 Action Items
Total Objective 4 Action ltems
Total Objective 5 Action ltems
Total Objective 6 Action ltems
Total Objective 7 Action ltems
Total Objective 8 Action ltems
Total Objective 9 Action ltems
Total Objective 10 Action ltems
Total Objective 11 Action ltems
Total Objective 12 Action ltems
Total Objective 13 Action ltems
Total Objective 14 Action ltems
Total Objective 15 Action ltems
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(Optional) Step 4(a): Enter Objectives & Action Items if Not Using Macros

If chosen not to use Macros, please enter the total number of objectives and the total number of action items for each objective below. The worksheet

will then need to be filtered manually by going to cell "Wi'" and clicking the Filter Icon. This will display a menu where the checkbox next te "0"

should be empty. Ifit is, click the "OK" button fo display the abjective and action item entry cells above. Enter the objective and action item

information in the respective cells above.

Total Objectives|
Total Objective 1 Action ltems
Total Objective 2 Action ltems
Total Objective 3 Action ltems
Total Objective 4 Action ltems

P

2. Enter the
Total Number
of Action Items

for Each

Bk |w|n|u;

Total Objective 5 Action ltems
Total Objective 6 Action ltems
Total Objective 7 Action Items
Total Objective 8 Action ltems
Total Objective 9 Action ltems
Total Objective 10 Action ltems
Total Objective 11 Action ltems
Total Objective 12 Action ltems
Total Objective 13 Action ltems
Total Objective 14 Action ltems
Total Objective 15 Action Items

Objective

NOTE: If there is no objective,
the box will be grayed out and
can be left empty

After the numbers are entered, click on the Filter Icon in cell W1 to show the filter menu (top
right corner). Ensure there is no check box next to “0” (zero) and then click okay to filter the
sheet.

A 8 c D 3 F G H | ) K L M N o [3 a R s T u v b
x
o e e s 3. Click the filter
| TO HOME TAB RET T 10 cusTomizATIONS

3 WORKFORCE SUMMARY Icon to show

4
g:i (Optional) Step 4(a): Enter Objectives & Action Items if Not Using Macros filter menu
15 U chosen ot 10 use Macras, please enter i total rumber of objectives and tha total ntumber of action items for each objective belaw. The worksheet
a6 will than naed ta b filrerad manually by going ro call "WI" and clicking the Filter Jeon. This will display a menn where the checkbox nevt ta "0"
g7 Should be empy. Jfit is, click the "OK" button to display the objective and action item entry cellz abave. Enter the objective and action itam
18 information in the respective cells above.
19
20 Total Objectives|
lg21 Total Objective 1 Action Items|
822 Total Objective 2 Action ltems
g23 Total Objective 3 Action ltems|
fp24| Total Objective 4 Action Items
825 Total Objective § Action Items|
26 Total Objective 6 Action ltems|
1827| Total Objective 7 Action Items
|82 Total Objective 8 Action Items|
320 Total Objective 9 Action Items
B30
31
a3z Total Objective 12 Action Items
1833 Total Objective 13 Action Items|
fg34 Total Objective 14 Action ltems
335 Total Objective 15 Action tems
:E5

dhrm 28

Virginia Department of Human Resource Management



A B C D E F

3 H ] ) K L Y N o P a
z TO HOME TAB TO GETTING STARTED TO CUSTOMIZATIONS ULLTE e JLERCERE
3 WORKFORCE SUMMARY
4

(Optional) Step 4(a): Enter Objectives & Action Items if Not Using Macros

elect Al

4. Verify “0” 5

is unchecked

5. Click Ok

Scroll up on the sheet to see the entry boxes for all objective and action items. The objective and
action item numbers can be changed using this same process. If the objective number decreases,
ensure all grayed out cells for the action items are empty, otherwise the data will not filter
correctly.

(Optional) Step 5: Check Spelling

The template allows for the spell check feature to be used on this tab, however, Macros must be
enable to use this feature. Click the “Spell Check This Tab” purple button, which will launch the
Excel spell check function.

(Optional) Step 5: Check Spelling
INSTRUCTIONS: To check the spelling of items on this tab, please click the blue "Spell Check This Tab" button below. Correcting the spelling on this tab will

ensure the report is correct as well.
‘ Spell Check This Tab .

————

1. Click Spell Check This Tab button to
launch the Check Spelling function

Agency Workforce Tab

This tab identifies employee demographic information, broken down by race, gender, EEO code,
classifications, employees with disabilities and veteran status for all employees, employees who
are leaders, and executives. Employees with disabilities and veterans are further broken down by
EEQ code and classifications.

Before completing any steps on the Agency Workforce Tab, the employee classification lists will
need to be refreshed (if indicated they are not up to date). To refresh employee classifications,
click the blue “Click to Refresh Employee Classifications” button.

Before
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dhrm

Emplovee Classifications Need to Be Refreshed.

Employee Classifications are Up to Date.

After

Click to Refresh

Click to Refresh
Employee Classifications

Employee Classifications

If not using Macros, the employee classification list can be refreshed by going to cell “W1” and
clicking the filter icon. After, ensure the “0” box is unchecked, click Ok.

Step 1: Enter Employee Demographic Information

To complete Step 1, enter to total number of employees, broken out by gender, race, EEO Code
Employee Classification, Employees with disabilities, and veteran status by entering the total

number for each in the yellow box under the reporting fiscal year column. All prior year

information is optional to enter. The number of employee classifications will vary based on
the number entered on the Customization tab.

Virginia Department of Human Resource Management

Total Employees by Gender

F¥2i  F¥22 __Fi23

Total Mals Emplnyaasl

Total Femals Empluyaas|

' Roce
Fi23

Tl Employess
F¥2l  Fi22

Total American Indian or Alaslean Native Emplovaes

Total Asizn Emplovess

Total Black or African American Emplovess

Total Hispanic or Latino Emplovees

Total Native Hawaiian or Other Pac. Islander Emgplovaes

Total Whitz Employaes

Two or Morz Races

Total Race Unknown or not Entered Employvess

Toinl Employees

» EEQ Code

F¥2l F¥22 FI23

Total EEQ Code Officials and Administrators

Total EEQ Code Profassionals

Total EEQ Code Tachnicians

Total EEQ Code Protactive Sarvice Workers

Total EEQ Code Paraprofessionals

Total EEQ Code Administrative Support

Total EEQ Code Skilled Craft Worlers

Total EEQ Code SarviceMaintenance

Total EEQ Code Faculty

Total EEQ Code Other

Toinl Emplovees by Classificanion

FI2i

F¥22 g

Total Classifi=d Emplnyaasl

Total At-Will Employeas|

Addifionel Employes Demographics

Fiai

F¥22 Vg

Total Emplovess with Di.sa.bili.tias|

Total Vat a-ra.ﬂsl

AN

A"\ 1 Enter the total

number employees
for each gender.

2. Enter the total
number employees
for each race.

3. Enter the total
number employees
for each EEO
Code.

4. Enter the total
number employees
for each employee
classification.

5. Enter the total
number employees
with disabilities
and veterans.
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Step 2: Enter Leader Demographic Information

To complete Step 2, enter to total number of leaders (defined as individuals with at least one

direct report), broken out by gender, race, EEO Code Employee Classification, Employees with
disabilities, and veteran status by entering the total number for each in the yellow box under the
fiscal year reporting period column. All prior year information is optional to enter. The number

of employee classifications will vary based on the number entered on the Customization
Total Leaders by Gender

tab.

Total Male Laaders
Total Female Lzaders

Total American Indian or Alaskan Native Leaders
Total Asian Laaders

Total Black or African American Laaders

Total Hispanic or Latino Laaders

Total Mative Hawaiian or Other Pac. Islandar Laaders
Total White Leaders

Two or Mors Races

Total Race Unknown or not Entersd Laaders

Total Leader EEQ Code Officials and Administrators
Total Leader EEQ Code Professionals

Total Leader EEQ Code Technicians

Total Leader EEQ Codz Protective Szrvice Worleers
Total Leader EEQ Code Paraprofassionals

Total Leader EEQ Code Administrative Suvpport
Total Leader EEQ Code Billed Craft Worlers

Total Leader EEQ Code SzrvicaMlaintenancs

Total Leader EEQ Code Faculty

Total Leader EEQ Code Other

Toml Leaders by Classificanion

FT2

F¥22

Fi23

|

Total Leaders

by Race

FT2

F¥22

F¥23

Toml Lea

ders by EEQ Code

FT2

F¥22

Total Classafied Leaders
Total At-Will Leaders

Addinenal Lea

FT2

F¥22

der Demographics

Total Laaders with Disabilitizs
Total Vaterans Leaders

Step 3: Enter Executive Demographic Information

FT2

F¥22

F123 H AN

F¥23 n

FI23 AN

1. Enter the total
number leaders
for each gender.

h 2. Enter the total

number leaders
for each race.

3. Enter the total
number leaders
for each EEO
Code.

4. Enter the total
number leaders

for each employee
classification.

5. Enter the total
number leaders
with disabilities
and veterans.

To complete Step 3, enter to total number of executives (defined by the agency), broken out by
gender, race, EEO Code Employee Classification, Employees with disabilities, and veteran status
by entering the total number for each in the yellow box under the reporting fiscal year column.
All prior year information is optional to enter. The number of employee classifications will
vary based on the number entered on the Customization tab.
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Total Execurives by Gender

F¥21

F¥22

F¥23

Total Male Exacutivas

Total Femals Executives

Total Executives by Race

F¥2i

F¥az

F¥23

Total American Indian or Alaslcan Native Executives

Total Asian Executives

Total Black or African American Exscutives

Total Hispanic or Latino Executives

Total MNative Hawaiian or Other Pac. Islander Executives

Total White Executives

Two or Morz Races

Total Race Unknown or not Entered Executives

Total Execurives by EED Code

F¥21

F¥a2z

F¥23

Total Executive EEQ Code Officials and Administrators

Total Execvtive EEQ Code Professionals

Total Executive EEQ Code Technicians

Total Exscutive EEQ Code Protactive Service Workers

Total Executive EEQ Code Paraprofessionals

Total Executive EEQ Code Administrative Support

Total Executive EEQ Code Bkilled Craft Worlkoers

Total Exscutive EEQ Code BzrvicaMaintenance

Total Exscutive EEQ Code Faculty

Total Exscutive EEQ Code Other

Total Executives by Classificanon

F¥21

F¥2z2

F¥23

AN

AN

AN

Total Classified Executives

Total At-Will Executives

Additienal Executive Demographics

FTi

FTaz

Total Executives with Disabilitiss

FIZ5
|

Total Vaterans

| —

Step 4: Enter Demographic Information for Employees with Disabilities

1. Enter the total
number of executives
for each gender.

2. Enter the total
number of executives
for each race.

3. Enter the total
number of executives
for each EEO Code.

4. Enter the total
number of executives
for each employee
classification.

5. Enter the total
number of executives
with disabilities and
veterans.

To complete Step 4, enter to total number of employees with disabilities for each EEO Code and
Employee Classification by entering the total number for each in the yellow box under the
reporting fiscal year column. All prior year information is optional to enter. The number of
employee classifications will vary based on the number entered on the Customization tab.

dhrm

Virginia Department of Human Resource Management

32



Total Emplovess with Disabilines by EEQ Code

FI2L P22 P27 A"\ 1. Enter the total
number of employees
with disabilities for
each EEO Code.

Total Emploveess with Disabilitizs EEQ Code Officials and Administrators
Total Emplovees with Disabilitizs EEQ Code Professionals

Total Emplovess with Dhzabilitizs EEQ Code Technicians

Total Emplovess with Disabilities EEQ Code Protective 3arvice Worleers
Total Emplovess with Dizabilities EEQ Code Paraprofessionals

Total Emplovess with Disabilities EEQ Code Administrative Support
Total Emplovess with Dizabilities EEQ Code Sloilled Craft Worlcers

Total Emplovess with Dizabilities EEQ Code ServiceMaintenancs

Total Emplovess with Disabilities EEQ Code Faculty

Total Emplovess with Disabilities EEQ Code Other

| =
Toral Emplovees with Disabilittes by Classiffcarion 2. Enter the total
FIol Fr22 FT23 g™ number of employees
Total Classified Emplowvess with Dizabilitiss with disabilities for
Total At-Will Emplovess with Disabilitizs | E— |

each employee
classification.

Step 5: Enter Demographic Information for Veterans

To complete Step 5, enter to total number of veterans for each EEO Code and Employee
Classification by entering the total number for each in the yellow box under the reporting fiscal
year column. All prior information is optional to enter. The number of employee classifications
will vary based on the number entered on the Customization tab.

Total Veterans by EEQ Code
FI2I FI22 FI23 _ A¢™§ 1. Enter the total
Total Veteran EEQ Code Officials and Administrators number of veterans

Total Veteran EEQ Coda Professionals
Total Veteran EEQ Code Technicians for each EEO Code.
Total Veteran EEQ Code Protective Service Workers
Total Vetaran EEQ Code Paraprofessionals
Total Veteran EEQ Code Administrative Support
Total Veteran EEQ Coda Skilled Craft Workers
Total Veteran EEQ Code 3zrvicaMaintenance
Total Veteran EEOQ Coda Faculty
Total Veteran EEQ Code Other

Toral Vererans by Classificarion 2. Enter the total
FI21 P12 F125 A¢™ number of veterans
for each employee
classification.

Total Classified Vaterans
Total At-Will Vaterans

Profile Summary Tab

The Profile Summary is an optional tab that can be used to explore information in the agency
profile by fiscal year and demographic (employee, leader, executive). It provides an overview of
the agency operations and the agency workforce. The workforce insights section (noted with the
blue background) can be exported as a PDF to be a standalone summary if desired.
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Before completing any steps on the Agency Details Tab, the employee classification lists will
need to be refreshed (if indicated they are not up to date). To refresh employee classifications,
click the blue “Click to Refresh Employee Classifications” button.

Before

After

Click to Refresh

Employee Classifications are Up to Date. Employee Classifications

. . . Click to Refresh
Employee Classifications Need to Be Refreshed. Emgployee Classifications

If not using Macros, the employee classification list can be refreshed by going to cell “W1” and
clicking the filter icon. After, ensure the “0” box is unchecked, click Ok.

(Optional) Step 1: Review the Workforce Insights of the Agency Profile

The Workforce Insights section provides a breakdown of agency positions and workforce
demographics. The information can be filtered based on fiscal year and demographic (non-
leader, leader, executive, or all employees) by using the dropdown menu in the boxes highlighted
yellow.

After selecting the yellow box, click the drop down arrow on the right to see the dropdown menu
and select the desired filter.

Fiscal Year | FY22 | - 1. Select the Fiscal Year from
the Dropdown Menu

After Agency Profile Summary can also be formatted as an Appendix to be attached to the full
Agency Wide Workforce plan. To format it as an Appendix, click on the toggle switch next to
the format question to change it to “On”. This will automatically format the Appendix with the
same header as the workforce plan and note it as an Appendix (shown below).

Format the workforce insights section as an Appendix to the Workforce plan?

Department of Human Resources Management

Agency Number: 120

Agency Workforce Planning and Development Summary - Appendix Fiscal Year 2023
AGENCY POSITIONS
0 TOTAL 0 TOTAL LEADER 0 TOTAL EXECUTIVE
POSITIONS POSITIONS POSITIONS
dhrm 34
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To return to the original format, simply click on the toggle switch to change it to “Off” and the
format reverts back to its original state.

(Optional) Step 2: Export the Summary to PDF
By default, the date of the summary is the current date. However, if the summary should reflect a
different date, a new date can be entered in the green box (shown below).

(Optional) Step 2: Export the Workforce Insights to PDF

INSTRUCTIONS: Click the blue button below to Export the Workforce Insights section to a PDF. The report will be exported to reflect today's date by
default, but the date that appears on the report may be adjusted using the date box below A

Enter Date to be reflected on Summary (if different from Today): MM/DD YY: 1. Enter new

date if needed.

The summary can be exported as a PDF by clicking the “Export Workforce Insights to PDF”
blue button. This will open a dialog box to save the PDF using the standard process to save a file.
The report can be viewed by going to the saved location and opening the file.

(Optional) Step 2: Printing the Summary to PDF (without Macros)

If not using the Macros, the report can be printed as a PDF using the standard Excel print
function. Go to the “File” menu, and select print. Ensure the printer is “Microsoft Print to PDF”
and click “Print”. Choose the save location and click “Save”. The report can be viewed by going
to the saved location and opening the file.
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5.0 Internal Tool Setup

dhrm WORKFORCE PLANNING AND DEVELOPMENT

If this tool is enabled (see Step 3 of the Customizations Tab Section), the initial setup of using
this tool is completed in the Agency Profile on the Sub-Agency and Internal Tool tab. The
Internal Plan Review tab is to track which internal plans have been imported back into the profile
and to review the free response elements pertaining to the Agency Profile.

This tab is used to setup the Sub-Agency, Internal Department, or Team Input tool for the
Agency workforce plans. The tool is designed to have specific groups go through the entire
workforce planning process or selective sections of thee process, to support the overall Agency
workforce planning process. The initial setup begins with identifying the groups who will
complete the tool and the specific sections each will complete. After, the tool can be imported
back into the Agency Profile Template and the Agency Strategy Template and be reviewed on
the Internal Plan Review Tabs.

Step 1: Enter Sub-Agency, Internal Departments, or Internal Team Names

To complete Step 1, enter the groups that will be using the internal tool (either sub agencies,
internal departments, or internal teams). Select which type of group to be entered using the
dropdown menu in the yellow box and then click the “Add Selected Group Button”.

rep 1: Enter Sub Agency, Internal Department, or Internal Team Names Complete
INSTRUCTIONS: Enter the groups that will be using the internal tool by selected the respective group (either a sub-agency, department, or team) from the yellow box
below using the drapdown menmu emd then clicking the "Add Selected Group ™ blue button. Enter the name and a brigf deseription for the selected group. Up to 20

C

C| |Ck for different groups can be added for each type. b
Help if Select Which Group Tipe to Add/Remove:|] Sub-Agency | 1 Selecta
needed ) =

2. Click the add group from

Add Selected Group

selected group button.

Remove Last
Selected Group

Sub Agencies
Sub-Agency Name Description (Very Brief)
Example Example Description

1. Enter the
Name.

dhrm
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t 2. Enter a brief

description.

the dropdown
menu.
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The space to enter the name and brief description of the group will be shown for the respective
group type selected. Enter the name and the brief description. Repeat this process for each group
that will be using the tool. Up to 20 names can be added per group (sub agency, internal
department, or internal team).

To remove the last name from a group, select the group type from the dropdown menu and then
click the Remove Last Selected Group button.

Q Step 1: Enter Sub Agency, Internal Department, or Internal Teamt Names Complete

INSTRUCTIONS: Enter the groups that will be using the internal tool by selected the respective group (either a sub-agency, department, or team) from the yellow box
below using the dropdoven memu amd then clicking the "Add Selected Group™ blue button. Enter the name and a brigf description for the selected group. Up ta 20

different groups can be added for each tipe. ﬁ
Select Which Group Type to Add/Remove]] Sub-Agency [ 1. Selecta
P —— group from
Add Selected Group|| o\ ted Group the dropdown
menu.
2. Click to remove last name J
from the selected group.

(Optional) Step 2: Enter Sub-Agency, Internal Departments, or Internal Team Names

By default, all sections of the internal tool are included for each sub agency, department or team
added. However, settings can be updated to identify which specific sections of the workforce
planning process and internal tool to be included for each sub agency, department, or team.

To update the settings, select the name of the sub-agency, department, or team from the drop-
down menu and click the update settings button.

Q (Optional) Step 2: Customize Settings for Each Group that will use the Internal Tool
INSTRUCTIONS: By defalt, all sections of the internal tool are included for each group identified in Step 1. Agencies may create custom settings for any group by

clicking the "Update Settings " button to view the settings dialog box. Navigate to the ific section of the workforce planning process to update the seftings. Any ftems
selected will be inchided and items not selected will be hidden from view when importing the Agency Profile into the Internal Tool. ”

Select Name to Update Settings|| Example] ] 1. Select the

2. Click the Update : gigﬂed xrr]n the
Settings button. Update Settings p

Sub Agencies menu.

Sub-Agency Name Add Data| Profile | COO | Recruit | Reten. | WE Dev.| Future | Strategy |S
Examplel Yes All All All All All All All All
Example2 Yes All All All All All All All All

A form dialog box will open for the specific sub agency, department, or team selected. Each tab
of the dialog box corresponds to the tabs of the Internal Tool, with the items on each tab
representing the sections of the internal tool tabs. By default, all checkboxes are checked,
indicating all sections of the internal tool will be included. To hide a section of the tool from
view, uncheck the respective box and then click the Update Settings button.
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X

dhrm WORKFORCE PLANNING AND DEVELOPMENT

UPDATE SETTINGS

Examplel -
Retention / Engagement [ WF Development [ Future / Strategy / Plan Summary Tabs
General and Profile | Continuity of Operations | Recruitment correspond to
Che(_:kbc_)x Indicates & Add data from oternal tool to existing. I checked, when the Internal Tool i imported into the Agency tabs in
Section is Included. 4 data in the templates. Profile or Agency Strategy File, the quantitative data elements Internal Tool.
inclided will be added to the existing data already entered.
Profile Tab Settings
¥ Agency Name v All Positions v Employee Demographics v Employees with
Disabilities
¥ Agency Mission ¥ Leader Positions v Leader Demographics
[ ExecnivePostionsiI¥] Excentive Demogiphics ¥ Veterans

—

dhrm WORKFORCE PLANNING AND DEVELOPMENT

UPDATE SETTINGS

Examplel
Retention / Engagement |  WF Development | Future / Strategy / Plan Summary
General and Profile | Continuity of Operations | Recruitment

¥ Add data from internal tool to existing If checked. when the Internal Tool is imported into the Agency
= data in the templates. Profile or Agency Strategy File, the quantitative data elements
included will be added to the existing data already entered.

Profile Tab Settings
¥ Agency Name ¥ All Positions ¥ Employee Demographics P DBEIEIIP;E’E:: with
W Agency Mission ¥ Leader Positions ¥ Leader Demographics
I Executive Posiions |~ Exccutive Demographics ¥ Veterans
Uncheck box to hide ) Upiate Setfings
section in Internal

Tool. Click Update Settings toj
Save New Settings.
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After a brief delay while the settings are updated, a dialog box will appear indicating the new
settings have been saved. Click Ok and then click “Exit Settings” to go back to the Agency
Profile template.

dhrm WORKFORCE PLANNING AND DEVELOPMENT

UPDATE SETTINGS

‘ Examplel

Retention / Engagement ] ’ . ] Ire [ Strategy / Plan Summary ]

General and Profile | ] Recruitment ]
 Add data from internal tool to existir The Settings have been U2 ) Tool is imported into the Agency

data in the templates. file. the quantitative data elements

oK = existing data already entered.
Profile Tab Settings
W Agency Name ¥ All Positions ¥ Employee Demographics v Eifﬂplo}’§35 with
Disabilities
M Agency Mission v Leader Positions ¥ Leader Demographics
I Executive Positions [ Executive Demographics B\

Click Ok and then Exit Settingf)
to Return back to Template.

The table is updated to reflect which sections include all elements, have custom settings, or are
not included.

Sub Agencies

Repeat this process to update the settings for any additional sub agencies, departments, or team

Sub-Agency Name Add Data| Profile | COO | Recruit | Reten. | WF Dev. | Future | Strategy |5
Examplel Yes Custom All All All All All All All
Example2 Yes All All All All All All All All

S.

This tab is used to import and review information from the Sub-Agency, Internal Department, or
Team Input Tool related to the Agency Profile. This tab provides a quick glance tracker to know
which plans have been imported, the date they were imported, and whether the data is still within

dhrm

Virginia Department of Human Resource Management

39



the template. Information pertaining to the Agency Profile can be easily viewed for comparison
and completing the Agency Profile template.

Step 1: Importing Internal Tools for each Respective Group
To import Internal Tools, click on the import data icon (white paper with green arrow) for the
internal tool and follow the steps outlined in the Getting Started Tab section of these instructions.

|
|
|
| dhrm WORKFORCE PLANNING AND DEVELOPMENT CLICK THE ICON TO IMPORT THE
: INTERNAL TOOL FOR ANY SUB
|
|
|

[
| .
I Click for
AGENCIES, DEPARTMENTS, OR TEAMS | .
i Helpif
| needed

Click to Import J
Internal Tool

After a tool is imported, the quick glance section in Step 1 will be updated to show the imported
status, last imported date, and whether data from the tool is currently in the Agency Profile
template (shown below).

Sub Agencies
Sub-Agency Name Current Import Status Last Imported Date Data In Template
Examplel Imported 4/4/23 4:59 PM Data In Template
Example2 Imported 4/5/23 8:49 AM Data In Template

(Optional) Step 2: Review Open Responses from the Internal Tool (for the Agency Profile)
To quickly review any free response questions pertaining to the Agency Profile (Agency Mission
and Strategic Objectives), select which response to review from the drop-down menu. This will
automatically update the responses for each respective Sub Agency, Internal Department, or
Internal team (shown below).

(Optional) Step 2: Review Open Responses from the Imported Internal Plans (For the Agency Profile)

INSTRUCTIONS: To review information pertaining to the Agency Prafile Template, select the information to view from the drapdown in the yellow box
below. After, for each group that that was imported, the respective information will be shown for the Agency to review easily. This information can then

be used as a reference to complete the remaining sections of the Agency Prafile Template. b
Select the Information to V;l'mvl Agency Mission I 1. Select which response
type to view.
Sub Agencies
Examplel Example Mission
Example2 Example Mission
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(Optional) Step 3: Clear Data from Imported Internal Tools

Once data from any internal plans is imported, it remains in the Agency Profile template unless
manually cleared using the “Clear Data” gold button (shown below). This will remove all
imported data from all internal tools.

(Optional) Step 3: Clear Data from Imported Internal Tools

INSTRUCTIONS: The data firom the imported internal plans can remain in the template. However, if the Agency is more comfortable with removing the data,
it can be removed by clicking the "Clear Data" button below. This will remove all imported internal plan information.

AN

Lt L 1. Click to remove data
imported from internal plans.

dhrm
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6.0 Next Steps

The Agency Profile can be imported directly into other Workforce Planning Tools and
Templates (examples below). This will automatically populate certain information into those
tools, based on the purpose and design of each tool.

WORKFORCE PLANNING AND DEVELOPMENT
ANALYTIC TOOLS

dhrm| [pENTIFYING CRITICAL ROLES

dhrm WORKFORCE PLANNING AND DEVELOPMENT

For Questions or Additional Assistance
For questions or assistance with the template, please contact DHRM Workforce Planning at

dhrm.wfp@dhrm.virginia.gov.

dhrm
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7.0 Appendix

Cardinal Report Information

Agencies still have access to historical data using the HuRman e480 report tool. The Cardinal
reports are set up differently and may be a little more cumbersome, especially since we are just
learning how to use them. However, agencies have direct access to their own data. You may
want to review the Catalog of reports listed under the Resources tab on the Cardinal Webpage to
determine which ones best meet your needs. In addition to the Job Data reports, you may want
to review:

e Employee Disability and Veterans Status
e Employee Turnover

e Job Group Diversity

e Separations

The Cardinal team has an HCM Reports Job Aid tool and a Learning webinar to assist with
running the reports.
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